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e The first time SSMS opens on a computer, the WDA and Office must be
selected. The person who selects the office is a local office decision.
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To view the Staff side of Self-Service Management System in the training environment
(inside the firewall), enter the following URL: http://esdlapolyssmstr/SSMSWebAdmin

To view the Staff side of Self-Service Management System in the training environment
(outside the firewall), enter the following URL.:
https://fortress.wa.gov/esd/ssmstr/SSMSwebadmin/login.aspx

e Tolog in, use the Username STUO10, or STUO11, or STUO12.

e The Password is skiestraining$2

e Select either WS Redmond or WS Columbia Basin.

You will receive a URL to access the Staff side of SSMS at implementation. Using the
URL, create a desk top icon for easy access.

If you are inside the firewall during this training and experience a problem with the
installation of SSMS, call ESD IT Support @ 360.438.3274

If you are outside the firewall during this training and experience a problem with the
installation of SSMS, call the SKIES Help Desk 1.800.331.5650.


http://esd1apolyssmstr/SSMSWebAdmin
https://fortress.wa.gov/esd/ssmstr/SSMSwebadmin/login.aspx

Self Service Membership System for Job Seekers (SSMS)

Introduction

The Washington Workforce Association (WWA) and the Washington State Employment
Security Department (ESD) Self-Services Tracking workgroup formed in March 2008.

The workgroup designed a system to use uniformly and consistently, connect to SKIES,
and reside securely behind the state firewall. Registration data collected from self-
service job seekers will create a record in SKIES; if one does not exist, the data will be
sent to the data warehouse and will meet customer tracking requirements.

e Job Seekers enter their own initial registration information into SKIES reducing
the need of staffs to enter the data.

e Job Seekers may use the same log-in and password used in
www.Go2worksource.com

e SSMS identifies the number of Job Seekers who use self-service and the desired
services they would like to receive from WorkSource.

Note: Job Seekers, who have a current WorkSource Membership (WMS),
whether or not they have a record in SKIES, must register.

e SSMS identifies peak demand periods and trends to influence adequate staffing
levels.


http://www.go2worksource.com/

Job Seeker screens

When SSMS is installed, all seekers who want to use a resource room computer must
register with SSMS first.

This is the first screen the Job Seeker will see when registering or logging into SSMS to
use a computer in the resource room.

The Select Language data field defaults to English. To select Spanish, click > on the
arrow right of the data field. A drop down list displays, click > Spanish.

Read the Advisory. Click > | AGREE button.

Note: If the Job Seeker selects Spanish, the Advisory displays in Spanish.

Self Service Membership System (S5ME)
—
@

WORKSource Self Service Membership System {SSMS)

Click > for a drop down

) . list to select Spanish.
Select Language: English

Whelcome to the WorkSource Self Service tMembership System [S5M5] To uze a'WorkS ource resource room
computer, pou must regizter bo get wour User [0 and password. Or zignin if pou have already registered with S5k5.

After you complete the following soreens and create your Uszer D and pagzzword, you will gimply log o each time to
access job search assiztance tools, including the Internet.

After you have finizhed uzsing the computer, remember ta log off S5kS which will return to this screen. Just click the
Self Service Members button at the bottom of the screen to log off.

Click the OF button to register with 5585 or to enter your User 1D and pazsword if pou have already reqistered. Please

azk aWorkSource staff if pou need assistance.
ﬂ




On the Registration/Log-In screen, a first time User will click > SIGN UP NOW button.
1. Aregistered SSMS User will enter their User ID in the User ID data field
and their password in the Password data field. Then click > SIGN IN
button.

2. Afirst time User will click > SIGN UP NOW button.

Reqgistration/Log-In Screen

Self Service Membership System (SSMS) W
WORKSGHTCE Self Service Membership System
Touze any zervices in the WorkSource Center, you are required to Sign in to Self Service Membership System [S5MS]
zigh in ta the Self Service Membership System [SSMS). f
UserD: | ( SIGN IN button

Forgot pour User IDY Forgot your password?

To get started, zsign up for S5M5

1. First time User will
click > SIGN UP NOW button

2. A previously registered User will
enter their User ID and Password.

3. Click > SIGN IN button.
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When the User clicks > SIGN UP NOW button,
A pop-up asks, “Are you legally entitled to
Work in the United States?” Legal Matice 23

Are ywou leqally entitled to work inthe United States?

ves || Mo




If the User clicks > NO button, the following message displays:

Lelf Zervice Membership Systern (5535 [mE3m]

We are unable to continue with WorkSource self-service registration if you are not
leqally entitled towwork in the U3, Please see WorkSource staff for assistance,

When the User clicks > YES button, the registration process begins. The Job Seeker
enters:

e First Name in the First Name data field and last name in the Last Name data
field.

e Their Social Security Number.

e Click > NEXT button.

Sign Up Screen

New to Self Service Membership System? Sign up.

Please note
WORKSOHI’CE Self Service Membership System (SSMS)

New to Self Service Membership System? Sign up. Items in BOLD are required

Enter registration information

First Mame bl Last Name

Social 5ecurity Humber

| .. | e meed your Social Security Mumnber bo walidate wour information against ather Please note
— WiorkSource databases. Only workSource staff have access to thiz information.

For details, see our Privacy Motice

Click >NEXT button

l

Cancel ] I Mext l
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Mewy to Self Service Membership Systern? Sign up.

WORKSDHI’CE Self Service Membership System (SSMS)

New to Self Service Membership System? Sign up. Itemns in BOLD ars required

Enter registration information

First Hame kil Last Hame
bt St

Social Security Number

s e s whe need your Social Security Mumber to validate your information against ather
WwiorkSource databazes, Only WorkSource staff have acceszs to thiz information.

For detailz, see our Privacy Motice

Enter First Name — Last Name

Social Security Number

Click > NEXT button

[ Cancel ” Mext ]




The Create User Account screen displays.

e The new User creates a User ID and Password using the directions on the
screen— or — enters their Go2Worksource.com User ID and password.

Note: Use the instructions to the right to create the User ID and Password.
e User must re-enter the Password in the Retype password data field.

Note: The User ID is not case sensitive; however, the Password is case
sensitive.

e Click > NEXT button.

Create User Account Screen

RegistrationStep?2

WORKSGHTCE Self Service Membership System {SSMS) -

Itemns in BOLD are required

Create user account

With the Uszer ID and Pasaward you enter here and the ather infarmation pou provide, we will create vour Self Service Membership System reaistration. This waill

enable you to acceszz a WorkSource resource room computer whenever pou want to uze one in any WorkSource office. Please begin by entering a User D and
FPazzward.

If you already have a GodworkS ource.com account to zearch for jobs posted on GoZworkSource. com, vou can enter your zame ser 1D and Passward here.
That way, you will be able to access both the WorkSource resource room computers and the GoZwiork Source, com website with the same User 1D and

FPazzward.
Uszer ID
| Your Uzer D zhould be a minimum of & and masimun of 20 alphanumenic characters, with no spaces.
Once saved, your User D cannot be changed. Remember your User [D for future access to your
Password accaunt.
Create pour pagzword and enter bwice for verification. our pazsword zhould be a minimum of 6 and a
maximurn of 10 alphanumeric characters, with no spaces. Your passwaord may be changed az often az
Retype password wou like, Remember pour pazzword for fubure access o vour account,

N

Uszer ID Click > NEXT ]

azmith

Paszword

Cancel ” Frevious ” Mext ]

Retype password

xxxxxxxxx)1




If the Job Seeker does not have or doesn’t use their Go2WorkSource.com User ID and
Password, a pop-up asks, “Would you like to create a Go2WorkSource.com account for

you using the same User ID and Password you just entered?”

Click > YES or NO button.

Click > NEXT button.

Self Service Mermbership Systern (55ME) Confirmation

sarme UserID and Password wou just entered?

Would ywou like us to create a Go2WorkSource.com account for you using the

[Click > YES or NO [

Yes l | Mo
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The Job Seeker Information screen displays when the User is not registered in SKIES.

e The Job Seeker completes the data fields (required fields are bolded). The
First Name, Last Name, and Social Security Number auto-fill.

e Click > NEXT button. SSMS will create a SKIES record when one does not exist,
and a Go2WorkSource account at the User’s request.

e Click > NEXT button.

Job Seeker Information Screen

Mews to Self Serdice Membership System? Sign up,

WORKSUHTCE Self Service Membership System (SSMS)

Items in BOLD are required

Job seeker information

First HName Last Hame M.l Social Secunity Number
."3'.I'I'I|:IE[ Sm by MR W REER
Mailing Address Click O_n the arrow for a drop Phone Mumber
down list to make a selection C -
City State & Zip Code [+4 optionil)
Wit -
Email Address Vendsr Drate of Birth
- Al
E ducation Lewvel Attained Employmenk status

| T For birth date use mmddyyyy
We azk if pou have served inthe LLS. Military or are an eligible zpouse of a .5, Military veteran because WorkSource 3

developed to azsist veterans in finding work. 1f pouw meet the definition of those who gualify az stated below, we may have additional services to offer you, To
learn about the qualifications for each of these programs, our WorkSource staff will be able to aszizt pow,

Military Service

Military Service? Click > NEXT button.
Click for a drop down to make a selection

Cahcel H Frevious ” Meut
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Mewr to Self Service Mermbership Systern? Sign up.

WORKSDHTCE Self Service Membership System {SSMS)

Items in BOLD are required

Job seeker information

First Name Last Hame M. Social 5ecurity Number
Armber Smith s

Mailing Address Phone Mumber

91 Dakata Blvd 1 -

City State Zip Code [+4 optional]
Richland WA, - 99352

Email Address Gender D ate of Birth

azmith(@pahoo. com F - 09/27/1980

E ducation Lewvel Attained Employment status

HIGH SCHOOL GRADUATE = NOT EMPLOYED -

Wwhe azk if you have served in the LS. Military ar are an eligible spouze of a U.S. Military veteran becauze wWorkS ource administers special programs which were
developed to azsist veterans in finding wark. [f pouw meet the definition of thoze who qualify as stated below, we may have additional services to offer you, To
learn about the qualifications for each of theze programs, our WorkSource staff will be able to azsizt pou,

Military Service

m -

Cahcel H Previous ][ et
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The Create Your Password Reset Option screen displays.
The Job Seeker creates a security question:

Click on the arrow right of the data field.

Click to select one of the security questions.

Enter the answer to the security question.

The check mark in the box indicates YES to share data; the Job Seeker reads
and accepts the WorkSource Washington Data Sharing Agreement. To not share
data, the Job Seeker must click on the check mark to de-select. The Job Seeker
may click on the blue link to read the WorkSource Washington Data Sharing
Agreement. Click > YES or NO button.

Password Reset Option Screen

Mew to Self Service Membership Sypstern? Sign up,

WORKSDHTCE Self Service Membership System (SSMS)

Itemnsz in BOLD are required

Create your password reset option

Security Question:
Select gecurity question [required] - Select guestion from the list on the |eft

Security Answer:

Enter the answer to your guestions. Answer should be a
mirimum of 2 and a maximum of 128 characters.

| have read and accepted the ‘wark S ource W ashington D ata Sharing Aqreement

Click to read the
WorkSource Washington Data Sharing Agreement.

Click

Cancel H Frevious H Submit ]
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Password Reset Option

Screen

Mews to Self Service Membership Systern? Signoup,

Security Question:
tather's middle nane -

Security Answer:
Leigh

| have read and accepted the wWorkSource Washington D ata Sharing Agqreement

WORKSOHTCE Self Service Membership System {SSMS)

Iternz in BOLD are required

Create your password reset option

Select question fram the list an the left

Enter the anzwer to your questionz, Answer zhould be a
minirium of 2 and & masimurn of 128 characters.

Employrment Security Department Data Sharing Notice for WoaorkSource

The infarmation you give us is confidential. We will share it with ourWorkSource
partrers, but only to give ywou additional employment and training sendices,
WorkSource partners typically include community colleges, the Department of
Social and Health Services (DEHE), the Division of Wacational Fehabilitation,
weorkforce development councils and community service organizations, Partners
wiill wweark with the Employment Security Department to give you rmore resources
to find work, change careers, or get training you need to find a job, The
information we will share includes the personal information you give us, such as
your harme, address, Social Security Mumber, education, and waork history,

OurWorkSource partners are not allowed to give this information to anyone, It
can't be given out under the Public Records Act (RCW 42,17, 3100,

By contract, WorkSource parthers are prohibited from further disclosing this
information, This information is not subject to disclosure under the Public
Records Act (RCW 42, 17,3107,

You rmay ask us notto share wour information with Work Source partners, We will
grant your request and you will still be eligible for services atyour local
WorkSource center, Mot sharing information means you will have to fill out
anather application when you want assistance from our parthers in finding a job
ot getting information about training opportunities, Sharing information with
WorkSource partners means you will have access to maore services that are easier
to receive if wee share this data,

Cancel ” Frewviouz ” Submit

May wee share your information with Work Source partnerS';/

May we share your information with
WorkSource partners?

Coo I ][ o]

e Click > SUBMIT button.

e A confirmation message displays. Click >

> YES button.
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Self Service Mermbership Systern ==

f 0 \ Thank wou for registering with the WorkSource Self Service Mermbership
WY Systemn,
~ Please rernernberyour User ID and passward,
Youwill need therm to access a computer each time you visit a
Yfork Source resource room,

Click
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The Welcome screen displays.

e The Welcome screen displays services to make a selection(s). The Job
Seeker must select one or more service(s) for each log-in.

e The Welcome screen displays options to change their password, security
guestion, or last name.

e The Job Seeker makes the selection(s). Click > SUBMIT button. The Job
Seeker has access to this computer in the resource room. The desktop
appears with Internet and other application icons.

Welcome Screen

self Service Mermbership System (S3h5)

WORKSource Self Service Membership System (S - Training

Woelcol imber

Please check all the services you will use today.

[7] Find ajob. 1 am unemployed now. [7] Explore what career suits me best [aszessment, career planning)

[ Build raw skills [classes, tutorials, job search work shaps] [T] Inquire about Unermplayment [nsurance

[] Get anather or better job | Uswelephone, fau, copier, books, video, azsisted technology)

Click to select the services
you (Job Seeker) will use

[7] Conduct job search [build resume, interview practice, job referral, ete.]

today.
Click > SUBMIT button.
Please select the link below if you want to change:
Pazsword
Security Question and Answer e Do you want to change\
Hame your Password?

e Do you want to change Cancel || Submi

your security question
and answer?
e Do you want to change

your name? /
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When the keyboard idles for 5 minutes, this pop-up displays.

Zelf Service Mernbership Systern
Logout How 8 G

ﬁck to stay logged in to SSMi

e Job Seeker may click the red button to continue working — or — click > LOGOUT

NOW button.

e When the Job Seeker does not make a selection, a 1-minute warning message

displays counting down to automatic logout.

e When the User selects LOGOUT NOW, a confirmation message displays.

Self Service Membership System (SS8MS) Confirmation

Are vwou sure you wank to log out of 33MST

Yes l ’ Mo ]

e The SSMS (Select Language) screen displays for the next Job Seeker.
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When a Job Seeker has an SSMS registration, they will enter their User ID and
Password, then click > SIGN IN button. The Desired Services list displays. The User
selects one or more services desired from WorkSource, and click > SUBMIT button to
complete their login.

Self Service Membership System (SSMS) &
©
P i i -Ti
WORKSOHFCE Self Service Membership System {SSMS)- T
To uze any services in the WorkSource Center, you are required to Sign in to Self Service Membership System [S5M5)
zign in to the Self Service Membership System [SSMS5).
User 1D: |Seekert |
Password:
Forgot your User (07 Forgot your password?
To get started, sign up for S5M5
R
F3 Y

To view the Staff side of Self-Service Management System in the training environment,
enter the following URL.: http://esd1lapolyssmstr/SSMSWebAdmin

To log in use STUO010, STUO11, or STUO12.

The Password is skiestraining$2

Select either WS Redmond or WS Columbia Basin.

You will receive a URL to access the Staff side of SSMS at implementation. Using the
URL, create a desk top icon for easy access.

If you are inside the firewall during this training and experience a problem with the
installation of SSMS, call ESD IT Support @ 360.438.3274

If you are outside the firewall during this training and experience a problem with the
installation of SSMS, call the SKIES Help Desk 1.800.331.5650.
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